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Although March 21 usually signifies the first day of Spring, 
experts tell us that seasons move northward at the rate of approxi- 
mately fifteen miles per day. Northern United States and Canadian 
chapter members will be the last to herald that season. While our 
southern NSA members are welcoming the tantalizing warmth of 
Spring breezes, those to the north will still be experiencing the biting 
winds and the snow-covered roads. 

In many instances, not until the latter part of May will many of 
our more than 21,000 members be able to locate the first wildflowers 
in the woods, or put away, into mothballs, the warm winter clothing. 

Let us remember that this Season is the time of beginning again — 
the time to cast aside all negative thoughts, and cleanse from our 
souls the petty jealousies, the grudges, the resentments that have built 
up during the past few months — all of which feelings are malignant 
in the sense that unless they are removed they will breed disaster. 

Let us read again our Association purpose, our Membership 
Pledge, our Code of Ethics, and just as another cycle of the seasons 
commences with the advent of Spring, let us begin again, also, with 
a clearer understanding of our beliefs, a fresh approach to our prob- 
lems, a better knowledge of the reasons for our Association’s existence. 

As Spring sweeps slowly northward into each state and province, 
let every NSA member greet it with a renewed spirit and a reaffirma- 


tion of faith in our ideals. 


from Windsor Chapter, Cts Connile 





1. To save filing time: spillproof Acco folders 


Accobind folders keep your papers secure, in sequence, easy to find. 
Eliminate frantic searching for loose “lost” papers. Fastened papers slide 


board covers stay newookn, ACCOBIND 


never sag, save file space. 5colors. GENUINE PRESSBOARD FOLDERS 


2. To save storage space: adjustable Acco binders 











Accopress binders don’t bulk or bulge. They adjust to their contents, 
whether one sheet or one thousand. Space-saving, economical, spillproof 


—ideal for records, invoices, 
catalogs. Long-lasting press- AG te oO PR ESS 
board. Available in 12 colors. GENUINE PRESSBOARD BINDERS 
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Cooperation is a blessing when received and 
indeed a virtue when given. Through cooperation 
people have moved mountains, changed river 
courses, and will someday reach the moon. 

No one individual responsible for the achievements 
of mankind could have accomplished any of 

these without giving and receiving cooperation. 


In NSA, too, no one individual could have attained 
for our Association its professional status. It is 
through the cooperation of members — each with 
the others — in building our chapters, divisions, 
and districts, that has made our great Association — 
each of us proud of its achievements. 


In our jobs it is the cooperation between secretary 
and boss, and they with fellow employees that 
contributes to the success and achievements 

of the company. 


Socially, cooperation with friends and neighbors 
develops harmony and increases life’s pleasures. 


Many successful ventures are said to have 
“started with a shoestring.” We cannot progress 
in our fast moving world — in our profession — 

in our Association, unless the shoestring is laced 
properly with support from each “eye” for the 


shoe to wear well. 





Mrs. Marie Starr Olive M. Porter 








Your business correspondence will be 


less stilted and artificial if you try 


to write the way you talk —it will 


also be disordered and inaccurate. 


Here are some tips on hitting a happy medium .. . 


How TO 


SEEM TO 


White 


As You ch& 


by Robert S: Burger 


Research Editor 


The Amos Tuck School of Business Administration 


Reprinted from “The Buzzer,” Tire Town Chapter, Akron, Ohio 


Hi Much of what you read today 
sounds stilted, pretentious, cold, arti- 
ficial, and unfriendly. That’s why 
it’s such a chore to read and so hard 
to understand. Much of what you 
hear, on the other hand, sounds 
friendly, natural, and clear. 

Despite this, and despite what 
some “experts” have been telling you 
—even despite the fact that you may 
happen to be an especially talented 
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conversationalist—don’t try to “write 
as you talk!” 

Why not? Because spoken words 
—anybody’s spoken words—of and 
by themselves are inaccurate, mo- 
notonous, disorderly, and inefficient. 
When talking, you hem, you haw, 
you go off on tangents; you stop, 
back up, and start over; you repeat, 
leave things out, and get lost in your 
own sentences. You use words that 


clearly don’t say what you mean— 
even some that say exactly the oppo- 
site of what you mean. 


Use Spoken Language for 
Speaking 

This is perfectly all right—as long 
as you use spoken language only for 
speaking. You get a spoken message 
across largely through tricks and de- 
vices other than words — through 
changes in pitch and inflection, for 
example, and gestures, and facial ex- 
pressions, and bits of “Business.” 


Moreover, a listener not only 
listens, but also reacts, and every re- 
action signals how well or how poorly 
you’re getting through. Whenever 
you see that one set of words has 
failed to convey your meaning 
clearly—or, while conveying your 
meaning, has had an unintended, 
undesirable side-effect—you can try 
another; and if that also misses, a 
third; and so on, until your meaning 
is clear. All that matters, in most 
cases, is that you keep trying till you 
finally hit, because each hit usually 
erases the memory and the effect of 
all the misses that preceded it. 


A Reader Can’t See You Smile 


A reader, on the other hand, can’t 
hear your voice rise and fall, can’t 
see you wink, smile, or raise your 
eyebrows. He has to get your mes- 
sage strictly from your words. And, 
although he reacts just as a listener 
does, you can’t see him or hear him, 
and you never know when you’ve 
missed and need to try again. 

So if you really write as you talk— 
if you just open the faucet and let 
the words pour out—you’ll confuse 
your readers, misinform them, bore 
them, and waste their time. 


Artificiality Makes Bad Writing 
This doesn’t mean that your writ- 
ing has to be stilted, pretentious, 
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cold, or unfriendly. On the contrary, 
it ought to sound just as friendly and 
natural as your speech. Artificiality 
-—which includes all the unpleasant 
characteristics we’ve mentioned—is 
characteristic only of bad writing. 


You can cure yourself of the 
disease of artificiality. It’s produced 
directly by specific agents—specific 
bad writing habits—that can be 
eliminated. 


AGENTS OF ARTIFICIALITY 


There are many agents of arti- 
ficiality, but seven are by far the 
most important. Every one of them 
is fairly easy to eliminate. 


To demonstrate, here is a memo 
that contains all seven faults: 


In order that the comptroller’s 
office may achieve more rapid liq- 
uidation of currently outstanding 
accounts, and thus maintain more 
effective relationships with ven- 
dors, it would be appreciated if 
personnel in all divisions would 
hereafter process all purchase 
requisitions through the purchas- 
ing department. 


It is recognized that this proce- 
dure has heretofore been adhered 
to in most cases; however, due to 
the occurrence of certain excep- 
tions, it is believed that there will 
be a valuable saving of time and 
avoidance of duplication if all pur- 
chase requisitions are hereafter 
processed by the purchasing de- 
partment. 


The flaws in this memo may be 
somewhat exaggerated, but chances 
are none of us would be too surprised 
to find something very much like it 
in his in-box. Let’s isolate the seven 
faults and take a closer look at them, 
before rewriting the memo to get rid 
of them. 


(Continued on Page 28) 
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Only Roytype has the famous Park Avenue 
Silk, the typewriter ribbon that grows 


old without growing gray. Plus over 1000 other 
different kinds of ribbons for every typewriter and tabulator. 

The fact is, the Roytype Park Avenue Silk is the best ribbon 
you can buy today. Here’s why: it has far more strength than 
cotton ribbons, far more ink-holding ability than the nylon ones. 
Costs more, too—but you end up saving because it lasts. 

And it’s just one of the over-a-thousand different quality 
ribbons we can offer. We’ve got them to fit every typewriter 
and tabulator made—and any budget, too. Even one that 
you can insert without a single smudge on your hands... the 
exclusive Royal Twin-Pak. 

Which ones are best for you? Your Roytype representative can 
help you choose exactly the right one—and the right anything 
else, too. He’s got a full stock of office supplies and a whole lot 
of knowledge. Call him. He’ll be there next to immediately. 


A complete line of business supplies... expert help ROYTYPE ® 
...and the fastest service, too. 








361M 
® 
ROYAL Royal McBee Corporation, Port Chester, N. Y. 


Gentlemen: Please have our Mr. Roytype help us select the proper 
ribbon for our needs. . . and bring a free sample of new Creamee 
Hand Cleaner. 
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Every member of an organization should 


attend the conveniions of that group at 


some time or another .. . 


NSA International Convention 


Los Angeles, California 


July 19-22, 1961 


See page 26 for special convention 


attractions. 


by Velma Barnett 


Los Angeles Chapter 
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. . . Given 
this premise, we can only affirm that 
every NSA member ought to attend 
our annual convention once, twice, or 
as often as she can. Much of the 
feeling and purpose behind the work- 
ings of a large association can be 
transmitted in no other way; if they 
are contagious, and they usually are, 
the contagion takes hold much more 
readily among those present than 
among members far removed from 
the scene of the pleasant “epidemic.” 
Attendance at an annual convention 
is unquestionably instructive, stim- 
ulating, broadening, and convivial. 


Conventions Are Instructive 

A member who has attended one 
or more conventions is far ahead of 
the game from the standpoint of 
understanding the workings of NSA. 
This is particularly true in the case 
of new members, who are faced with 
a bewildering array of information 
to assimilate, but who can easily get 
lost in the technicalities of the Policy 
and Procedure Manual or the cor- 
respondence flung at them on the 


chapter, division, and international 
levels. 

Do you have difficulties with par- 
liamentary law? The convention floor 
is a valuable workshop in proper 
parliamentary procedure. Are you 
unfamiliar with the correct way to 
handle applications of new members 
and transferees? Proposed amend- 
ments on these points will be dis- 
cussed pro and con when they come 
up for action. Would you like up-to- 
date information on the Home Trust 
Fund and the Institute for Certifying 
Secretaries? Full and complete re- 
ports on these two projects are part 
of the convention agenda. Have you 
the desire to learn more about the 
workings of chapter operation and 
function? The keynote addresses, 
guest lecturers, and workshops pro- 
vide enlightenment for a variety of 
needs and tastes. Conventions, then, 
do fulfill the purpose of being in- 
structive. 


Conventions Are Stimulating 

The annual convention does more 
than simply provide first-hand 
knowledge of the business at hand. 
The intangible impetus, the motivat- 
ing force, the spirit that impels us 
forward, so easily lost sight of in the 
weary workaday routine, is recap- 
tured when the delegates and mem- 
bers convene. Enthusiasm is infec- 
tious, and so is inspiration. Fre- 
quently an officer, committee chair- 
man, or member, finding herself at a 
standstill, is able to attain renewed 
faith and vigor from the stimulating 
contacts with other secretaries from 
Atlanta or Albuquerque, Providence 
or Pasadena. Apart from the matter 
of esprit, it is common knowledge 
that ideas, often good ones, are 
sparked by a chance remark of some- 
one who has met a similar problem 
in chapter operation or in her place 
of work. Someone else’s solution 
may be adaptable to your own situa- 
tions. Since the international con- 
vention provides an atmosphere con- 
ducive to such exchanges, it can truly 
be said that conventions are stimu- 
lating. 
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Conventions Are Broadening 

In this day of high-priced air and 
rail travel, with how much of the 
world are you acquainted? Unless you 
are unusually peripatetic, probably 
not a great deal. But you might have 
visited, in the last dozen years, Chi- 
cago; Boston; Houston; Washington, 
D. C.; Seattle; New York; Chatta- 
nooga; Detroit; St. Louis; Minne- 
apolis; Miami; and Pittsburgh—any 
or all of these, had you attended your 
NSA’s International Convention. In- 
cidentally, it isn’t true, as is fre- 
quently charged, that conventioners 
see only the inside of hotels and 
convention halls. It is possible to 
soak up quite a bit of atmosphere 
and local color even in a few days. 
It is an interesting game, too, to 
listen to the regional speech of your 
sister secretaries and pick out the 
New Englanders, the Southern 
Charmers, the Middle Westerners, 
the Texans, Spanish-speaking 
senoritas, and those whose lack of 
inflection labels them “Standard 
American” in speech. With training 
one can become quite practiced at 
this diversion. Discussion with some 
of these ladies on their views con- 
cerning urban problems, integration, 
air pollution, or any other topical 
subject can contribute to your under- 
standing of important issues as well. 
Indisputably, conventions are broad- 
ening. 


Conventions Are Convivial 

If instruction and enlightenment 
is the sine qua non of participation 
and broadening is a by-product, the 
socializing aspect is another happy 
result. When some 1,000 people are 
brought together through a mutual 
bond, fun and frolic are sure to be 
in the picture. Some very pleasant 
relationships, and frequently lasting 
ones, result through convention con- 
tacts; a Christmas card in December 
from someone you chatted and 
laughed with in July is a friendly 
aftermath. The reception, the 
secretary-of-the-year contest, the 
CPS gathering, the banquet, the hos- 
pitality suite, the various sponta- 
neous gatherings—all contribute that 
indefinable, it’s-so-good-to-be-among- 
friends glow. Without seeming too 
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ingenuous, you or I or anyone can- 
not help but be somewhat impressed 
by the sheer size of NSA. We all 
know that numbers are so abstract 
as to seem unrelated, sometimes, to 
ourselves personally. Take a look 
around convention headquarters dur- 
ing the time the convention is in 
session, however; you will, as never 
before, feel yourself a part of some- 
thing significant. In just a few days’ 
time, NSA conventioners partake of 


prayer, learning, meals, sightseeing, 
and partying with other working 
women sharing many of the same 
types of problems. Clearly, conven- 
tions are convivial. 

As one who has enjoyed the in- 
struction, stimulation, broadening 
aspects, and conviviality of conven- 
tions in other cities, I shall be happy 
to be among those welcoming the 
1961 NSA International Convention 
to the City of Los Angeles. 





You're seeing a miracle 





Smathers is smiling! 
“Erase Without a Trace’’® with A.W.Faber’s 


GRASER STIK 








The original pencil shaped grey eraser 
— always the best point for erasing. 


Is it fair to call your superior an “old grouch” because he 


refuses to sign letters with erasures 
sloppy strikeovers? 


But now Smathers is all smiles. His secretary has dis- 
covered ERASERSTIK. She has just handed him a crisp, spark- 
ling letter he is proud to sign. With ERASERSTIK she was 
able to erase without a trace. It lets you get into tight places 


to remove one letter without blurring 


ERASERSTIK will open the door to typing perfection for you. 
Sharpens to the point you prefer—blunt, medium or slender. 


ERASERSTIK with brush, 20¢—at good 


SAPHIR BRASS HAND SHARPENER # 4035 
works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 
A.W.Faber-Castell 

Pencil Co., Inc., Newark 3, N. J. 


that show ghosts and 


the whole word. 


stationers everywhere. 











as appeared in “Key Notes,” Madison, Wisconsin Chapter 


Pattern for SUCCESS 


Mi I like to tell the story about the 
colored porter who got a job working 
for a major airline. He was very 
proud of his uniform, and his new 
job. Naturally he knew very little 
about the operations of his company, 
what cities were served, etc. 

However, when a traveling man 
approached him and asked him if the 
airline went to Wichita, he pulled 
himself up to his full height and 
proudly said: “Mr., if there’s air 
there—we go there.” 

If we agree that pride is important 
-—how then can we build and main- 
tain an attitude of PRIDE? How can 
we be proud of our company and 
proud of each other? What are the 
essential elements in this “pattern for 
success?” 

I think you may find them con- 
cealed in the word itself—P-R-I-D-E. 


**P”” stands for Participation 


Certainly this is one of the impor- 
tant elements in building a “pattern 
of success.” There is a great inner 
satisfaction which comes from 
achievement — the achievements of 
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by W. J. Hamrick, CL.U. 


Senior Vice President 


rtae 


Gull Insurance Company 


others—but even more from our own 
achievements. 

The greatest athletes are those who 
enjoy the games they play. Or, does 
the pleasure come about because they 
have such great PRIDE in achieve- 
ment? Certain it is that we are the 
proudest of the result when we have 
had a part in bringing it about. And, 
usually we are proud in proportion 
to the share we have had in the suc- 
cess. 

You have heard the story about the 
traveler who found the three work- 
men cutting stone. When asked what 
they were doing the first workman 
said: “I’m trying to break this rock.” 
The second said: “I’m working for 
$2.00 a day.” And, the third stood 
up and said proudly: “Sir, I am help- 
ing to build a great cathedral.” 

This story illustrates very well the 
point I am trying to make. 


We speak a lot about the value of 
training and its part in building a 
pattern for success, but you leaders 
are proof of the fact that unless a 
man uses his knowledge and skill he 
will never be a leader. Many men 
put a limit on what they can do by 


putting a limit on what they will do, 
and I have often said that more men 
fail in our business because of lack 
of effort than for any other single 
reason. It appears to me that some 
men try to use the “T&T” plan. That 
means Tuesday and Thursday from 
10:00 to 2:00. 

Success is a journey—not a desti- 
nation. And, if you what to make 
footprints in the sands of time, the 
best way is to start walking. 

I have observed that there are 
three kinds of people in the world. 

Those who watch things happen. 

Those who make things happen. 


Those who wonder what’s happen- 
ing. 


**R”’ stands for Responsibility 


Success doesn’t just happen. Suc- 
cess is no accident. Someone is re- 
sponsible for every worthwhile thing 
that occurs. 

Tragedies can just happen — suc- 
cess never does. The things that hap- 
pen to us, seem, more often than not, 
to be unfortunate things. The events 
we plan, the ideas we develop, the 
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goals we set,. the tasks we perform, 
make for the worthwhile things in 
life. 

The man who wakes up to find 
himself famous hasn’t even been 
asleep, and I think the philosopher 
was right when he said: “We are 
masters of our own fate.” 

A great evangelist once said: 
“Pray like everything depends on 
God, and work like everything de- 
pends on you.” 

It has been my observation that 
those people who succeed are those 
who have accepted responsibility for 
their successes as well as their fail- 
ures. A man may fail many times 
but he is really only a failure when 
he starts blaming others for his 
failure. 

Some folks depend on luck. I pre- 
fer to depend on pluck. Many years 
ago I heard this little jingle which 
illustrates the point. 

What we call Luck is nothing but 

Pluck, 

And doing things over and over, 

Perseverance and skill, 

Determination and will, 

Are the four leaves of Luck’s 

clover. 

There are two types of men we 
cannot use—the man who cannot do 
as he is told, and the man who can 
do only as he is told. Successful men 
recognize their responsibilities along 
with their opportunities in building 
a “pattern for success.” 


**J”” stands for Ideals 


“T” could stand for many things: 
Integrity 
Industry 
Ideas 
Imagination 
To me, “I” stands for Ideals. 
An ideal is an image, a picture, a 
(Continued on Page 11) 
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750 Pacific Street, 


Brooklyn 38, N. Y. 
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STAMPAD! 


World’s first Thin-Line 
Pre-inked pad! 


@ No more reinking! 


@ No more clumsy messy 
ink bottles! 


a = ° : ae 7 @ Stampad is dry! 


@ Thousands and thou- 
, sands of impressions 

a a a from each Stampad! 
, 2. SS. a! @ Makes all other ink 
ee > = ; pads obsolete! 
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OVER-TYPE re 


Correction Paper 
Only correction paper available 
in handy dispenser form! 


@ No loose messy sheets or scraps! 
@ Handy dispenser—holds year's supply! 
(for average typist) 


@ Just slide out exact amount of Over- “ 
Type, tear off and make your errors ‘ 
disappear! oe ae : 





@ Over-Type eliminates smudges, 
lost time! 
@ Makes erasing old fashioned! 


Here’s your chance fo try 2 of the world’s newest products 
from OLD TOWN CORPORATION...SEND TODAY. 


(0 Please send me both STAMPAD and 
OVER-TYPE, Dollar enclosed. 


makers of 
@ carbon papers 
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@ inked ribbons Company. 
@ spirit duplicating Penane 
machines and supplies an 
@ copying supplies City. State 








YoUR HANDWRITING 





ANALYZED FREE! 






This Sensational Free Offer is Made by 


Famous EAGLE Products 


That Belong in Every Office! 


EAGLE MIRADO™ 


Deservedly the world’s largest-selling pencil— 
because its unmatched smoothness, point strength 
and durability are guaranteed, in pencil after pencil, 
by famous Eagle “Quality Control.” No other pencil 
is made to the exacting standards of Eagle Mirabo. 
You'll know what real writing feels like, the 
moment you touch Miravo’s more perfect point 
to paper! 










EAGLE STICKPEN mevium 
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EAGLE STICKPEN 


The new ball pen with the dependable writing 
“feel” that makes every other office pen a relic! 
Its silvered tip cushions the stainless steel ball for 
smoothest writing, without skips and false starts. 
The molded, unbreakable barrel with its sculptured 
“Finger-Fit” grip rests in your hand more comfort- 
ably! The solid brass cartridge — filled with the 
finest ink — occupies the full length of the pen. 













Every up-to-date office has, or should have, Eagle Miravo pencils and Eagle Stickpens. Just cut out | 
the word “Miraoo” or the word “StickPen” from the box or wrapper that contains these famous | 
Eagle products. Attach it to the coupon below. Enclose only 10c for postage and handling. | 


GET A FASCINATING REVEALING ANALYSIS OF YOUR HANDWRITING -FREE! 
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Stickpen box) 


HERE! 











Fascinating facts 
about your personality, 
character and ability! 


YOU'LL BE AMAZED AT HOW MUCH YOUR HAND- 
WRITING REVEALS. 


In a sealed envelope, you will receive the confi- 
dential facts about your personality, character 
and ability that only your handwriting can dis- 
close. You'll learn how to use this valuable new 
information to strengthen your personality... to 
attract more people . . . to make more people 
like you! 


Dorothy Sara is a past president of the American 
Graphological Society, and the author of numerous 
books on handwriting analysis. Her feature articles 
appear in national magazines like Vogue, Playboy, 
Glamour, True Story, Harper's Bazaar, and others. 


Personnel department of many leading business 
firms and institutions use Dorothy Sara’s scien- 
tific knowledge of graphology to screen appli- 
cant's for top executive positions! Some of Miss 
Sara’s most famous analyses have revealed hidden 
character and personality traits of world— 
renowned figures. 


Now . . . Dorothy Sara analyzes your handwriting 
. . . FREE! And she sends it to you in a sealed 
envelope . .. confidentially . . . for your eyes only! 


DISCOVER TRAITS YOU NEVER DREAMED 
YOU POSSESSED! LEARN HOW TO MAKE 
THE MOST OF THEM! GET -A FASCINATING 
ANALYSIS OF YOUR OWN HANDWRITING 
... PREE! 


Fill out and mail 
the coupon 
at the left...now! 





PATTERN FOR SUCCESS 
(Continued from Page 9) 


goal, the ultimate, the hill-top toward 
which we climb. 

There is a kinship between ideas 
and ideals. When a nobie idea be- 
comes a reality, often enough it be- 
comes a pattern and breeds other 
noble ideas, and soon you have a 
“pattern for success.” 

Every company has a personality, 
a philosophy, a reputation, made up 
of the sum total of the personalities, 
the philosophies, and the reputations 
of all the people in the company. 

If we in our company operate with 
integrity and honor; if our motives 
are those of sincere desire to serve 
the best interests of our policy- 
owners, in short, if we have high 
ideals it will be evident in everything 
we do, and our high ideals may lead 
more people to consider our company 
as an ideal place to do business. 

They say goodwill is nothing more 
than an inclination on the part of a 
customer to return to do business at 
a place where has has been well 
treated. 

It is not enough to announce that 
we have high ideals. It is not even 
necessary to announce it. We can no 
more conceal our high ideals than we 
can conceal our faults and mistakes. 


**1)”’ stands for Determination 


You know what it means. It’s that 
“never say die” spirit. It’s a belief in 
one’s self. It’s the will to lead. It’s 
the will to win. It’s ambition with a 
purpose. It’s ability with its sleeves 
rolled up. It’s fortitude; it’s confi- 
dence. It’s bravery plus common 
sense. It’s optimism that brushes 
aside obstacles. 

You have heard the saying “the 
difficult we do now; the impossible 
may take a little time.” 

Determination is that quality 
which says: “I can,” and “I will.” It 
makes men out of boys—it makes 
leaders out of leaners. 


Determination is a form of stub- 
bornness. It’s an attitude—a refusal 
to accept anything except success. 


Henry Ford once said: “Whether 


you think you can or not, you are 
right,” and I believe this to be true. 

The aerodynamics engineers will 
tell you that a bumblebee cannot fly. 
They have weighed the body of an 
adult bumblebee and measured his 
wing spread, and under all the rules 
of aerodynamics it would be impos- 
sible for an insect with such small 
wings to lift such a large body. 

Fortunately for the bumblebee 
there are no aerodynamics engineers 
in his group. Consequently, he has 
never learned that he isn’t supposed 
to be able to fly. There is a moral 
here that does not need an explana- 
tion. 


“EK”? stands for Enthusiasm 


Finally we must have that fifth 
element in our pattern for success, 
and as you no doubt guessed “E”’ can 
only mean one thing—Enthusiasm. 

If there be one essential ingredient 
for success, without which everything 
else becomes meaningless and use- 
less, it is enthusiasm. 

Enthusiasm implies faith— 
Faith in one’s self, 

Faith in one’s company, 
Faith in people, 

Faith in the future. 

But, enthusiasm is more than 
faith: it’s an attitude of mind and 
spirit, and with it success permeates 
everything we say and do. Let me 
remind you that attitude is more im- 
portant than aptitude, although both 
are important. 

Enthusiasm is the spark that ig- 
nites the fires of ambition and initia- 
tive. Enthusiasm builds morale and 
you remember the colored G.I.’s 
definition of morale—he said: “Mo- 
rale is the thing which makes your 
feet do what your head knows ain’t 
possible.” 

I’ve often wondered whether a per- 
son could succeed without enthu- 
siasm. I doubt it. Enthusiasm 
breeds success, and success breeds 
more enthusiasm. Actually, they 
feed on each other. 

All these elements spell PRIDE, 
and add up to a pattern for living— 
a “pattern for success.” 
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@ How often does a boss wish there were better rapport 
between him and his secretary? And how many times 
does he suspect that his secretary is quietly critical of 
him? 

The boss who strives for a compatible business rela- 
tionship but finds only a wall of frost between himself 
and his secretary will be interested in the secretarial 
image of the ideal boss as defined by a panel of MONY 
secretaries — Jessie Ablitzer, Nina Andersen, Marge 
Brady, Ilse Florian and Ronnie Curley. 

Although differing in their years of experience on 
the job, the MONYites are alike in their preferences. 
According to the MONY panel, a boss and his secre- 
tary must work as a team; and for the team to function 
efficiently and smoothly, the two members of that team 
must be compatible. 

But what makes for compatibility? From the secre- 
tarial point of view, Utopia means a boss who can be 
respected. And that respect seems to stem from the 
boss meeting several requirements. 

The boss who is respected by his secretary is first of 
all respected by his associates, superiors, and subordi- 
nates for his intelligence and ability. He’s a doer, not 
a dreamer. 

And he effects the necessary team feeling by treating 
his secretary as a partner —by delegating responsi- 
bility to her and giving her authority to act for him at 
times. In this way he not only makes his job easier, 
but makes hers more interesting. And, of course, asso- 
ciates must be informed that she has this authority. 
Otherwise, acting for her boss can be rather difficult for 
the secretary, and her efforts may prove unproductive. 

For example, how many bosses like to return from 
a business trip or vacation to find their desk piled high 
with letters and memos to be acted on? This needn’t 
happen if the secretary has been kept informed and 
given authority to act on her boss’s behalf. What she’d 
like to do is—get his instructions—then carry them 
out. Then on his return, the work greeting him isn’t 
an overwhelming load taking days to process. 

Another point stressed by the panel was that instruc- 
tions be given clearly. The secretary is not psychic. 
She can’t know what is expected of her unless she is 
told explicitly. 

Also emphasized was the need to know the boss’s 
whereabouts at all times. Seems nothing is so frustrat- 
ing as not being able to locate him in an emergency. 

The secretary is a responsible, intelligent human 
being with initiative. She’s happy only when she’s 
allowed to perform as one. (Continued on Page 14) 
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i Since the beginning of time women have boasted = ‘ 
that behind every successful man there’s a woman. eur 
Women like to feel they’re an asset to the men in their 
lives. The feeling holds true in the business world. 
Every secretary likes to feel she’s a help to her boss PERFECT SECRET ARY 
and makes his job easier. 
| How can she measure up to her goals? To get the 
answers for her, MONY News asked Tom Burgess, 
Auditor; James Devitt, Manager of Group Opera- by 
tions; Robert Greenig, Second Vice President for Elec- 
tronics; James McAfee, Second Vice President for re ee 
Sales; and Walter Smith, Director of Selection Admin- 
istration. They served as a Bosses’ Panel and itemized 
the qualities all bosses look for in the ideal secretary. 
| | An articulate group, the MONY panel derided the 
notion that woman is a mystery men do not under- 
stand. At least, the perfect secretary is no mystery. 
Bosses know what she is and what makes her ideal. 
| Typing and shorthand skills were not emphasized 
H by the panel. Bosses assume that the secretary is ex- 
pert at these. It’s the plus that the bosses look for. 
And the essential plus is a well-adjusted, gracious 
feminine person with a knowledge of human relations. 
It is this type of person who best personifies all the 
qualities inherent in the perfect secretary. 

Technical knowledge may be a prime qualification 
for many workers. Not so for the secretary. She rep- 
resents not only herself but her boss, as well. She acts 
as Public Relations agent for her boss and as a buffer 
between him and his visitors. Therefore, it is important 
how she dresses, acts, speaks and handles people. 

Naturally, she dresses the part of an ideal secretary. 
She exemplifies good taste. With attire appropriate 
] for office wear, she never gives the impression that she 
just left a party or is about to dash off to one. She 
| reserves her glamour makeup, clothes and jewelry for 
; 





Tom Burgess 





Robert Greenig 


her “after office” hours. 
Her manner is gracious. Her poise and tact enable 
her to deal with all people with ease and smoothness. 
This holds true in all circumstances—especially with 
visitors who may be unwelcome or untimely in arrival 
and those who may overstay their appointments. James McAfee 
; And the perfect secretary’s disposition is even. Nat- 
urally, no moods or sulking over personal or business 
; problems. Her sense of humor sees her through daily 
office crises. And her personal life stays just that— 
personal, and separate from her business life. Her 
’ office demeanor is that of a bright, alert individual. She 
is sincerely pleasant and cheerful—to everyone, regard- 
less of position. (Continued on Page 14) Walter Smith 
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(Continued from Page 12) 


IDEAL BOSS 


And that brought out another point by the secre- 
tarial panel. Treat the secretary as a human being— 
not a machine. She likes responsibility and wants to 
do a capable job, but there are limits to how much she 
can handle and how quickly she can work. She under- 
stands that rush situations will arise at times, and she 
expects them. But what is irritating to her is a boss 
who procrastinates, waits until the last minute and 
then expects her to operate as if wired by I.B.M. 

The nightmare of the secretary is a boss who always 
waits until almost zero hour to dictate, then briskly 
leaves at closing time, leaving her fuming at her type- 
writer to “get those letters out immediately.” 

The secretary is not only a business person. She’s a 
social being too. Perhaps such inconsiderate action on 
the boss’s part means a last minute change in her 
plans, making her appear inconsiderate to others. 

The boss who does consider his secretary and her 
time is an organized executive. Such a boss is highly 
regarded by the secretary, for she delights in putting 
her skills to maximum use. This she can’t do if, when 
called for dictation, she must wait while the unorgan- 
ized boss decides what to dictate and then wastes more 
of his time and hers by searching for material. 


The considerate boss is not only well organized but 
also skilled in human relations. When he appreciates 
his secretary’s efforts, he lets her know his apprecia- 
tion. Every human being needs approval; the secre- 
tary is no exception. No one likes being taken for 
granted. 

But sometimes, it’s not appreciation but criticism 
that’s necessary. And when it is, the ideal boss applies 
his skill in human relations. He criticizes fairly and 
objectively—in private, not in the presence of others. 
And no blaming her for his errors. And no tantrums. 
He’s man enough to acknowledge his own mistakes and 
take the blame for them. And he’s relaxed and even 
tempered so that he can carry himself and his secretary 
through trying situations without either’s blood pres- 
sure reaching the boiling point. It’s his light touch 
that saves the day. A sense of humor is indispensable. 

And above all, the secretary’s ideal is a human be- 
ing. He’s down to earth. No pompous, stuffed shirt, 
he. And he’s enthusiastic. He enjoys his job and 
shows it. Nothing is so catching as enthusiasm. The 
boss’s enthusiasm is bound to be reflected in the secre- 
tary’s attitude and make routine jobs enjoyable rather 
than drudgery. 

The above spell perfection to the secretary. High 
standards, true—but worth aiming for. Daisies don’t 
tell, but secretaries do, but discreetly. The boss’s best 
publicity agent is the happy secretary. 
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PERFECT SECRETARY 


These qualities are particularly evident in her con- 
tacts via the telephone. Poise, tact and consideration 
of people are as important in telephone dealings as in 
personal contacts. 

A courteous “Mr. Boss is in conference. May I help 
you” is certainly better public relations for her boss 
than a rude “Mr. Boss is busy now. Who’s calling?” 

Not only does the ideal secretary know her tele- 
phone etiquette, she knows which calls she herself can 
handle and which calls need not interrupt her boss for 
immediate attention. 

Both on and off the job, the boss’s ideal is discreet. 
She knows how to handle information in the office— 
when and when not to pass it on. And she’s no gossip. 
Confidential office matters are kept confidential and 
within the boundaries of her office. 

Also stressed was the importance of intelligence. The 
perfect secretary not only has a mind—she uses it. She 
thinks beyond what she sees and reads and anticipates 
the consequences. For example, relating seemingly 
unrelated matters with material m common is second 
nature to her. Before calling her boss’s attention to 
Case R, she has already pulled from the file another 
case similar in nature for reference. 

Miss Perfection’s memory is more than just good— 
it’s terriffic, because she knows her boss’s job. Not in 
its technical aspects, of course, but she knows and 
understands the problems that arise. Because she’s 
aware of the situations confronting her boss, she’s able 
to help him by taking over routine chores. 

When the ideal secretary does take over for her 
boss, it’s on her own initiative. She’s a self-starter. 
Bosses prefer this even if something may be done 
wrong. After all, everyone makes mistakes—even the 
boss. And he relies on his secretary to correct some 
of his. Since he knows his secretary is intelligent, he 
realizes that she’ll learn by her mistakes. The self- 
starter definitely gets top billing over the constant con- 
sultant and certainly outshines the secretary who waits 
to be told. 

Having initiative, the perfect secretary makes the 
boss’s business life easier for him in many ways. She 
shields him from unnecessary interruptions by taking 
over for him at times; she arranges, on her own, ap- 
pointments at times suitable for all concerned; she 
checks up on her boss and reminds him of matters he 
must follow up and take action on. This may even in- 
clude reminding him of personal matters, such as birth- 
days and anniversaries, which may inadvertently slip 
his mind during a hectic day. 

These are the secretarial traits the panel feels dis- 
tinguish THE secretary from A secretary-traits that 
give the desired “plus” and transform the mediocre 
secretary into the boss’s ideal. 
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THE TRUTH 
IS, VERY FEW 
EMPLOYERS KNOW 
IN ADVANCE HOW 
LONG THEY WILL 
PAY A SECRETARY 
WHEN SHE IS ILL 
OR INJURED AND 
CAN’T WORK! 
THEIR ANSWER IS: 
‘IT ALL DEPENDS!” 


7 Wr ALL DE- | 


_ B1TPENDS ON 


FACTORS § 
LIKE THESE § 
THAT ARE ALL & 
BEYOND YOUR 
CONTROL 


How benevolent- 
minded is your 
boss? What's 
been done for 
others in your 
office? How 
hard would it be 
to replace you? 
Can the office 
budget afford 
to pay "double 
salaries"? 











HERE’S HOW YOU CAN 
PUT THIS PROBLEM 
UNDER YOUR CONTROL. 
NOW, IT CAN ALL 

DEPEND ON YOU! 


C Snvoll In Nour 
NILA Group Accident 
Gishuais Gees 
A poleclion 4, dan 


In honor of Secretaries 
Week, Special arrangements 
have been made to accept 


new applicants. 


PRE-“SECRETARIES 
WEEK” ENROLLMENT 
PERIOD MARCH 1— 

APRIL 22 
You may apply now and 
make sure your income is 


oleh MD Soh A= bab abt ohA-leMmmohis 
sickness or accident. 














HOW DOES YOUR 
POCKET BOOK 
LOOK THE DAY 
BEFORE PAYDAY? 
How will it look after 
you have been "laid up" 
' for 53 months? 6 
\ months? Or even a year? 





NSA SALARY 
PROTECTION 


IS YOUR 
ANSWER! 


WHEN YOU CAN’T WORK ... 
IT WILL PAY YOU A TAX-FREE 
SALARY BENEFIT OF 


$100 a month, or 
$200 a month, or 
$300 a month 


..» Plus Added Benefits 


_ Underwritten by: 
Continental Casualty Company, Chicago, Ill. Policy AGP18865 


You will be paid 
A Salary Benefit for 
As long as five years 


NSA PLAN: 


PAYS you benefits for total 
disability due to accident 
from the very FIRST day of 
disability for as long as 
FIVE YEARS—example: Plan 
A—$300 per month for five 
years = $18,000 TAX FREE! 


PAYS you benefits for total 
disability due to sickness 
from the 8th day of total 
disability for as long as 
ONE YEAR—example: Plan A— 
$300 per month for 1 year = 
$3,600 TAX FREE! 


PAYS Accidental Death and 
Dismemberment Benefit, 
according to the schedule, 
IN ADDITION to any other 
indemnity provided in the 
policy when loss occurs 
within 180 days of the 
date of the accident! 


CHECK THESE IMPOR- 
TANT FEATURES: 


Group buying permits sub- 
Stantial savings in cost. 


Your insurance CANNOT BE 
TERMINATED or restricted 
by the Company so long as 
you remain a member of NSA, 
and the plan remains in 
force, until retirement 

or attainment of age 70. 


This: is your policy. It 
goes with you wherever 
you work. 


The only exclusions are 
suicide, war, military 
service, pregnancy, and 
flying other than commer- 
cial airlines. 










FOR MEMBERS OF THE NATIONAL SECRETARIES ASSOCIATION (INTERNATIONAL) 


WHEN YOUR SALARY STOPS—HOW QUICKLY 
INDEPENDENCE BECOMES DEPENDENCE 
DON’T MISS OUT ON THIS SPECIAL OPPORTUNITY. 

MAIL YOUR APPLICATION NOW. 








Select One of the Following Plans by Circling Premium 













































Monthly | Principal) Semi-Annual Premiums 
Plan Indemnity Sum Under Age Age 
Age 35 | 35-54 55-69 
the For Those Earn- 
oe A ing $5,400 or $300 $1,000 |$32.50 | $53.50 $74.50 
(hee More 
For Those Earn- 
o B ing $3,600 or $200 $1,000 | $22.00 | $36.00 $50.00 
More 
o / For Those Earn- 
H C ing $1,800 or $100 $1,000 /|$11.50 | $18.50 $25.50 
More 















All members under age 60 are eligible to apply. 


The above premiums apply, according to the age of the 
applicant, when insurance is effective and according to her 






Name in Full? 


attained age on renewal date. 


APPLICATION 





Date of Birth? 
[] *Residence Address? 





Height ? 


ft. 











[] *Business Address? 








Beneficiary 


*[x]) Check preferred address for mail 





on a full time basis? 


in. Weight?___lbs. 
City and State? 
City and State?__ 


Annual Salary $ 


Relationship? 
1. Are you now actively engaged in your business or profession 








disease? 


2. Are you now to the best of your knowledge and belief in 
good health and free from any physical impairment or 
(Give details of all exceptions) 








\M\uaaet" 





in the past 10 years? 
results) 


3. What medical or surgical advice or treatment have you had 
(State ailment, dates, duration and 








CUT ALONG THIS LINE AND MAIL 












Company 


4. What other Accident & Health Insurance are you now carrying? 


Amount 




















Date 


x 


5. Do you understand and agree that the Insurance shall not 
become effective unless you are gainfully employed on the 
date it would otherwise become effective? 





6. Do you understand and agree that under the terms of the 
policy hereby applied for no indemnity for loss of time 
is payable during the first seven. days of any period of 
disability due to sickness? 








AGZ18867 





Signature of Applicant 














Kansas City 5, Missouri. 


CONTINENTAL CASUALTY COMPANY, CHICAGO, ILLINOIS 


Mail application and check to: NSA Group Insurance Plans, 
Forrest T. Jones, Administrator, 20 West 9th, Suite 621, 


NOTE: North Carolina Members please request special application. 


— 








HAWAIIAN HOLIDAY 
FOR SECRETARIES 


@ The Trustees of the NSA Home 
Trust Fund wish to thank the mem- 
bership for the splendid continuing 
support being given to our tours, the 
membership-wide special earning 
project that is doing so much to en- 
rich the coffers of the Trust Fund. 
We are pleased that these earnings 
accrue without strain of any kind 
upon the membership, and at the 
same time provide such wonderful 
vacation values. 


The 1961 tours, Hawaiian Holiday 
for Secretaries, are approaching the 
sell-out point, with members and 
their husbands, relatives, and friends 
joining to make the group one of the 
largest of its kind that has ever vis- 
ited Hawaii, where everyone (includ- 
ing, of course, our Hawaii Chapter) 
is making great plans for our visit. 


Through the cooperation of Lan- 
seair Travel Service, Inc., and the 
airlines and hotels that are serving 
us, we were able to retain our com- 
plete block of accommodations 
longer than had been anticipated. 
We are, therefore, still in a position 
to confirm a few more reservations. 
So, if conditions now. make it pos- 
sible for you to join the Hawaiian 
Holiday for Secretaries, please do 
not hesitate to send your application 
to the coordinator. A tour brochure 
and application will be sent imme- 
diately upon your request to Clare 
H. Jennings, 5146 Berenice Avenue, 
Chicago 41, Illinois. Aloha Oe. 
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NATIONAL SECRETARIES ASSOCIATION 


Home Trust Fund 


A Remembrance for Your Loved Ones 
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Recommended to Bosses and their Secretaries by the National Office Management Association 


THE 


SIMPLIFIED LETTER 


WHAT ...WHY... HOW 


Let's look at business letters realistically 


contact. 


@ Business letters are the basic means of business communication—they should be a worthy substitute for personal 


Business letters are advertisements—they should reflect the up-to-the-minute, intelligent, business-like company 


they represent. 


Business letters are costly (most estimates run over $1 each)—they should be produced without waste. 

NOMA’s Simplified Letter stands ready to accomplish all three aims for you if you’re willing to join the many 
others who have broken with out-moded tradition. If you’re like most people, you’ll resist the change at first. How- 
ever, NOMA urges that you use the Simplified Letter for 30 days. You'll like it after you’ve tried it. It’s easier 


to read; it’s easier to type; it’s easier to file and find. 


THE CONVENTIONAL LETTER 
. The date is at the far right. Why? 
. The address shifts to the far left. All’s well. 


. The meaningless salutation stays put but is waste 
since it’s not you, but form that dictates it. 


. To be fancy, the paragraphs are indented five 
spaces. This job is multiplied by the number of 
paragraphs. 


. Back to the left margin for the body of the letter. 


. Zoom! Over to the right margin for the “compli- 
mentary” close. 


. The company name picks another spot—why use it 
when it’s shown in the letterhead? 


. A final zig to the left to put in the dictator’s initials 
(why?) and the typist’s to the right. 


THE SIMPLIFIED LETTER 


1. The date is at the left—you’re starting where the 
typewriter starts. 


2. The full address is at the left—ready for a window 
envelope and as permanent reference on the letter 
itself. Think of the keystrokes saved by not having 
to retype the address on the envelope. 


3. Next the subject—at the left. A provocative open- 
ing an filing clue. 


4. No indentation—paragraph starts without tabular 
delay. 

5. The typewritten signature again at the left. No 
matter how weirdly the letter is signed . . . the 
reader still knows who wrote it. 


Every important feature of this letter is on a flagpole. 
In a pile of papers, by lifting the left edge of the cover- 
ing page a little, all the reference information springs 
into view. Try that with a conventional form! 
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A comparison of the chief physical characteristics of the 


Simplified Letter with those of the most popular “standard” letter 


will show how you can profit by a change. 


A comparison such as this may seem to be based on 
unsupported opinion but here are the cold facts: A 
basic motion unit analysis of the typing alone on a 
96-word letter proves a saving with the Simplified 
Letter of over 10.7 per cent. A saving like that can’t 
be ignored. 


Here’s our challenge . . . you and your secretary try 
the SL for thirty days. Elect her letter-writing queen. 
Find out what she says after the tryout. Compare it 
with what you’ve found out. 


If you’re a one-finger specialist, try it on your type- 
writer. We won’t guarantee to promote you to two 
fingers but we’ll bet you’ll find the job easier and less 
nerve-racking. 


To what does all this add? 
1. Reduction in keystrokes . . . more production. 


2. Reduction in motion for positioning typewriter 
. .. More production. 


3. Improvement in typist’s morale . . . more pro- 


duction. 


The dull routine of many styles in use is removed. 
The typewriter follows its simplest mechanical course 
with minimum use of space bar, tabulator set key, 
tabulator bar. The letter looks as the typewriter was 
made to make it look. 


All set? Mechanically, perhaps. But what’s in your 
letter? There’s a good reason for the slogan: “There’s 
more to a truly Simplified Letter than simply dropping 
‘dear’ and ‘yours truly.’” The form is important but 
most important is the improvement in the content of 
the business letters you write. 


Remember to whom you’re writing. Everyone who 
writes a letter, a report, a memorandum .. . giving, 
asking, or exchanging information . . . is faced with a 
creative problem of first.degree. The mere adoption of 
the Simplified Letter won’t end the thinking required 
in good letter writing . . . but the philosophy behind 
the Simplified Letter formula seeks to reduce slow 
starting and the often stodgy results of production line 
letter writing. 


With the Simplified Letter philosophy, you can stray 
the least from a normal, friendly, relaxed type of atti- 
tude you’d use in a successful conversation. Instead of 
remembering a string of dusty clitches to link your 
thoughts together . . . you can seek the fresh, orderly 
flow of a clear mind, informed on the subject—treally 
pointed “To whom you are writing.” 


At the start, instead of fumbling around, trying to 
decide whether to begin “Dear Sir, Dear Mr. X, Dear 
Bob, or Esteemed Sir,” you forget it altogether. 


Then comes the subject. Usually, this matter never 
comes up until you’ve consumed several paragraphs 

. . State the problem or the point of the letter at the 
outset. 


Then your first sentence . . . all important in getting 
your reader to read. The first line of your letter . 
like the first handshake . . . is your introduction to 
your reader. Make it firm and convincing. Make it 
different . . . not stereotyped. Make it pertinent. 


It makes sense to plan your letters. Organize your 
facts in logical order. Follow your logic. When you’ve 
spoken your piece, break it off . . . not by a fatuous 
“Yours truly,” but by a little reminder that YOU’RE 
YOU. 


Hold to firm principles of conciseness, clarity, and 
courteousness. Usually, the fewer the paragraphs the 
better. It may be good sense to use a cliche that still 
has meaning to the writer . . . as long as it’s still lively. 
Like big words, don’t avoid them when they spice or 
amplify your writing. Whatever tone you achieve will 
be the sound of your own thinking. 


And please be friendly. Warmth and friendliness. . . 
when dispensed with an intelligent and courteous touch 
... can make up other letter deficiencies. Adjust your 
faucet to the reader. Don’t scald him. But don’t give 
him goose pimples. 

Go as far as you can in putting a soft collar on your 
business correspondence . . . never write a letter with- 
out being fair to yourself and to your reader. Simplified 
Letters make sense . . . try sensible simplification 
today. 
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... SUGGESTIONS FOR DICTATING 


1. Use the subject to catch reader attention, flash 
letter purpose and suggest a filing niche. 


2. Dictate as if you were facing your reader. Make 
your letter warm and friendly. 


3. Forget the stock phrases of business letters. 
They’re just crutches that make a limping letter. 


4. Try for simplicity in words and phrases but don’t 
allow yourself to write telegrams. 


5. Give extra care to wording the opening sentence. 
Your subject has started you on the right track; 
use it as your guide. Start each letter differently. 


1 


6. 


0. 


Develop your subject in a straightforward and 
coherent manner. 

Don’t repeat except for special emphasis. Saying 
the same thing twice weakens the thought. The 
reader usually knows you’re groping around. 

Be careful with your closing sentence. Its echo 
lasts. 

Review your letters several days after writing 
them. The imperfections stand out. 

Remember, there’s much more to a truly Sim- 
plified Letter than simply dropping “Dear Sir” 
and “Yours truly.” 


... SUGGESTIONS FOR TYPING 





NATIONAL OFFICE MANAGEMENT ASSOCIATION 
WILLOW GROVE, PA 





te, CS 
rar gacr™ 


Dated Today 


Ms. Office Secretary 
Better Business Letters, Inc. 
1] Main Street 

Busytown, U.S. A. 


SIMPLIFIED LETTER 


There's a new movement under way to take some of the monotony out of 
letters given you to type, Ms. Secretary. The movement is symbolized 
by the Simplified Letter being sponsored by NOMA 


What is it? You're reading a sample 


Notice the left block format and the general positioning of the letter. We 
didn't write "Dear Miss ----- ," nor will we write "Yours truly" or 
“Sincerely yours." Are they really important? We feel just as friendly 
toward you without them 


Notice the following points: 


Date location 

The Address 

The subject 

The name of the writer 


&eWN— 


Now take a look at the Suggestions prepared for you. Talk them over with 
your boss. But don't form a final opinion until you've really tried out The 
Letter. That's what our secretary did. As a matter of fact, she finally 


wrote most of the Suggestions herself. 


SIMPLIFIED 
letver 


She says she's sold -- and hopes you'll have good luck with better (Simplified) 


letters. 


Farts E Gender 
CHARLES E. GINDER, Staff Director, Technical Division. 


H. L. Baker, Ill, 


cc: 





there is more to @ truly 
SIMPLIFIED LETTER 
thon simply dropping 
ourt truly 


1. Use block format. 


2. Place date in top position on left-hand 
margin. 


3. Type name and address in block style 
at least three spaces below date (for 
use in window envelope). Use abbre- 
viation Ms. if not sure whether to use 
Mrs. or Miss. This modern style solves 
an age-old problem. 


4. Omit the formal salutation. 


5. Type subject in capitals at least three 
spaces below address. 


6. Use a double space between para- 
graphs. 


7. Omit the complimentary close. 


8. Type name of dictator in capitals at 
left-hand margin at least five spaces be- 
low end of letter. 


9. List, on the left-hand margin below 
signature, names of individuals who 
should receive carbon copies. Precede 
by “ce:.” 


10. Align imitials by typist, if used, at left 


below the signature. 
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QUICKIE 


Spelling and Word Usage 


. Tact is one of those traits that 
_____to the effiicient secretary. 
(a) are indispensable 

(b) is indispensible 

(c) are indispensible 

(d) is indispensable 


. To_____the entire community, 
the manager suggested__ 
making a list of names. 

(a) canvas your 

(b) canvass your 

(c) canvass you 





(d) canvas you 
. To bring the report cost the 
company___ pay. 
(a) up to date over-time 
(b) up to date overtime 
(c) up-to-date over-time 
(d) up-to-date overtime 


. We shall be able to______ many 
economies next year if we_____ 
a careful study now. 

(a) affect recommend 

(b) affect recomend 

(c) effect recommend 

(d) effect recomend 


. His reasons for requesting cer- 
tain. were 
(a) priviledges 
(b) privileges 
(c) priviledges 
(d) privileges 





irrevelant 
irrelevant 
irrelevant 
irrevelant 








. Will you this requirement 
if some__ substitute is sug- 
gested? 

(a) waiver sort of a 
(b) waive sort of a 
(c) waiver sort of 
(d) waive sort of 


. Everyone was asked to send___. 
(a) their representative 
(b) his represenative 
(c) their represenative 
(d) his representative 
worth of paper was saved 
when this change was made. 
(a) Many dollar’s 


10. 


11. 


12. 


13. 


answers 





QUIZ 


(b) Many dollars 
(c) Many dollars’ 
(d) Many-dollars 


. It was_____to question the head 


accountant, integrity was 

above reproach. 

(a) presumptuous 

(b) presumptuous 

(c) presumptious who’s 

(d) presumptious whose 

The officer together with his 

aides such problems. 

(a) liason decide 

(b) liaison decide 

(c) liason decides 

(d) liaison decides 

The club speaker at the be- 

ginning of the meeting. 

(a) present their principal 

(b) presents its principle 

(c) presents its principal 

(d) present their principle 

The chairman _in his letter 

that an_____ statesman would 

speak. 

(a) inferred 

(b) implied 

(c) implied imminent 

(d) inferred imminent 

His point of view is so different 
that of the other members 

that they probably will not reach 

a____at this time. 

(a) from concensus 

(b) from consensus 

(c) than concensus 

(d) than consensus 





whose 
who’s 














eminent 
eminent 





(P) 
(q) “&T (P) 
(q) “Or (q) 
(9) “IT (2) 
(P) ‘OT (q) 
(8) 6 (q) 
(9) °8 (8) 


ANH HO Ore 








Correction: Question 7, January, 1961 issue, “An ordinary agency is usually 


terminated automatically by the principal’s (a) death.” 
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TRAVELTIPS | 
(tet Omer 


AIR FRANCE 
TRAVEL ADvisor 


17 days? 23? 45? Turn 
every precious one into 
“Vacances Magnifiques”’ 
withunique Air Francetour! 





Make every vacation day a perfect 
day and save so much time and 
money, too, with exciting new Air 
France “Vacances Magnifiques.” 


A Grand Tour, for Example 
Imagine visiting eight European 
countries in just 26 days, for only 
$945.60* from New York! This in- 
cludes your round-trip overseas flight 
on Air France Jet, your hotels, even 
sightseeing! Or you can take an 
escorted European tour, visiting six 
countries in 23 days for $1,180.20* 
complete from New York. 


On Your Own 

For you who have driving ambitions, 
Air France offers exclusive Fly and 
Drive Tours of Europe and the Brit- 
ish Isles, including itinerary, hotels, 
meals, taxes, tips, everything! Go for 
17 to 45 days, from $821.30* com- 
plete from New York. Or fly Europe 
to your heart’s content with Air 
France’s Extra-City Stopover Plan— 
it costs no more than the round-trip 
ticket to your farthest city! 


Dancing in the Isles 
Yearning for even farther away 
places? Picture yourself—no, actually 
go!—for 14 idyllic days to the South 
Sea Islands. Fly T.A.I. from Los 
Angeles to Tahiti via Hawaii, visit 
Samoa, Fiji, Mooréa, enjoy native 
dances, exotic feasts, incomparable 
beaches and blue, blue lagoons. Only 
$1,170* from Los Angeles. 


Stretching Things 
All Air France “Vacances Magni- 
fiques” permit optional side trips for 
very little extra...and everything, 
from start to finish, is payable later! 
But now is the time to get your free 
“Vacances Magnifiques” 1961 plan- 
ning kit from your Air France Travel 
Agent, or through the coupon below! 


* All rates quoted based on Economy round-trip fares. 


AIR:FRANCE JET 








Miss Colette d’Orsay, AIR FRANCE 

683 Fifth Avenue, New York 22, New York 
Please send me free Air France ‘Vacances 
Magnifiques” 1961 vacation planning kit. 
Name 

Address. 

City Zone. State. 














S-1-61 

















Secretarial Skills 
WORD FINDER; Anderson, Straub, 
Gibson (Ruth I. Anderson, Lura 
Lynn Straub and E. Dana Gibson). 
Prentice-Hall, Inc. 

This book is designed for anyone 
working with words—students, writ- 
ers, secretaries, printers, and proof- 
readers. It contains an A to Z List 
of Words and English Essentials. 


The main function of this book is 
the spelling, accenting, and syllabi- 
cation of words most commonly re- 
ferred to by students, writers, secre- 
taries, printers, and proofreaders. 
The book is small in size (approxi- 
mately 4 by 51% inches) and contains 
244 pages, of which 225 are devoted 
to the listing of 16,000 words. 

Simple words of one syllable have 
been omitted unless they present 
special difficulties and the archaic, 
obsolete or uncommon words are not 
included. Especially helpful is the 
use of the diagonal (/) to indicate 
where words can be divided at the 
ends of lines. A dot (-) indicates 
syllables, but not dividing points; for 
instance, the word inaccuracy ap- 
pears in WORD FINDER as: 
in-ac/cu/ra-cy. 

Irregular and troublesome plurals 
are given in parentheses immediately 
following the entry, for example: 
al’der/man (/men). 

When certain words might be con- 
fused, the parts of speech are referred 
to; and many words, including 
homonyms, are briefly defined. Many 
secretaries have trouble with the 
words affect and effect. They appear 
in WORD FINDER: af-fect’, v. (to 
influence); ef-fect’, n. (result); 
ef-fect’, v. (bring about). 

The 16,000 words are listed on the 
pages in only two columns per page. 
The print is large end easily read- 
able. To facilitate faster location of 
the desired word, an index tab on the 
first page of each alphabetic section 
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he Secretary's Library 


has been aligned with the corre- 
sponding letter in a master index at 
the front of the book. To use the 
index, the pages are bent back until 
the tabs appear and the user selects 
the section desired by matching the 
tab with the master index. 

The ENGLISH ESSENTIALS 
section is made up of compact rules 
that the authors found most useful 
in their many years of teaching Eng- 
lish to college and adult classes. This 
section is further divided into sec- 
tions on Word Division, Spelling, 
Possessives, Words Frequently Mis- 
used, Numbers, Capitalization, and 
Punctuation. The rules are presented 
in short, easily-comprehended sen- 
tences. Each rule is followed by the 
exceptions to the rule, and in many 
instances an example is given of the 
correct usage. 

Over-all evaluation: The re- 
viewer’s first impression of WORD 
FINDER was that it was Prentice- 
Hall’s answer to another commonly 
used reference book. Further study, 
however, reveals the layout of the 
book, with only two columns of 
words per page and larger and darker 
print, to be an improvement; the use 
of the diagonal (/) to show the divi- 
sion of words most helpful; and the 
compact English Essentials easily 
understood. WORD FINDER has 
16,000 words, and comparison shows 
many words in WORD FINDER 
that are not included in the other 
book. The authors of WORD 
FINDER have included in their list- 
ing their own list of the 1000 most 
frequently misspelled words. 

WORD FINDER is recommended 
as a helpful tool for the desk of any 
secretary, and its daily use would be 
beneficial to the secretary in prepara- 
tion for the Secretarial Skills section 
of the CPS examination. 


Reviewed by Ruby E. Tipton, CPS 
Fernwood, Mississippi 


Secretarial Procedures 


A MANUAL OF STYLE FOR THE 
PREPARATION OF PAPERS 
AND REPORTS; Edwin M. Keith- 
ley. South-Western Publishing Com- 
pany. 

This spiral-bound manual is de- 
signed for students in secretarial 
practice to be used for reference 
purposes. 

The first part of the manual is a 
text with complete illustrations and 
the second part is a model type- 
written report given as an example. 
There are nine chapters in the first 
part of this manual of less than one 
hundred pages: The Technique of 
Report Preparation and Presenta- 
tion; Arranging, Editing, Typing, 
and Binding; Preliminaries; The 
Body of the Report—General; The 
Body of the Report — Documenta- 
tion; The Body of the Report— 
Tables; The Body of the Report— 
Charts, Graphs, and Other; Illustra- 
tive Materials; The Appendix; and 
The Bibliography. 

The manual is designed primarily 
to be used as a reference on how to 
present papers and reports in written 
form. The suggestions are for the 
mechanical placement of title page, 
preface, table of contents, bibliog- 
raphy, index, appendix, tables, 
charts, and the body of the report in- 
cluding footnotes, headings, and page 
numbering. 


Each section is presented in minute 
detail and each one is complete with 
full illustrations. Possibly the most 
valuable material is contained in 
Section 5— Documentation, which 
refers to footnotes—their placement, 
indexing reference, explanations, 
source, shortened forms, and abbre- 
viations. 


While the information given is de- 
tailed and precise, only one type of 
report is described. No mention, for 
instance, is made of the type report 
where paragraphs or topics have to 
be numbered. 


Reviewed by Phyllis Janes, CPS 
Columbia, South Carolina 
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25 YEARS OF - 


Sctall Security 


by Cortland A. Skinner, 


Manager of the Olympia, Washington, office of the 
Social Security Administration. 


(A speech before the Olympia, Washington Chapter) 


@ The year 1960 marked the twenty-fifth anniversary 
of the passage of the U. S. Social Security Act, an 
event of tremendous significance to millions of Ameri- 
cans. Since the signing of the original act on August 
14, 1935, sccial security has grown into one of the 
major financial bulwarks, not only for the nation as a 
whole, but also for each of you as an individual. 

The social security program began as a three- 
pronged defense against the financial disaster that 
faces most families when the regular paycheck stops 
coming. This same three-way approach to certain eco- 
nomic problems remains as a key feature of the present 
Social Security Act, despite the various amendments 
that have been passed by Congress during the inter- 
vening twenty-five years. 

Two of the three facets of social security are ad- 
ministered by the various states with Federal partici- 
pation in the financing and with some very general 
Federal controls over that administration. The un- 


employment compensation program provides weekly 
benefit checks to those who are forced into unemploy- 
ment. At the same time, by tying the Employment 
Service to unemployment compensation, the program 
places the first emphasis on finding a new job for the 
applicant. 

The second of the state-administered elements is 
public assistance. Through this program payments are 
made to persons in need, the elderly, children, the dis- 
abled, the blind. In addition, most states provide 
another category, general assistance, for those who are 
not in any of these groupings but who do need income. 

To most people the phrase “social security” means 
the federally-operated, old-age, survivors, and dis- 
ability insurance programs. Actually this is the key- 
stone of the entire social security program. Public 
assistance is designed to supplement the insurance pro- 
gram, to take care of those cases in which the person 
did not work long enough to be insured, or whose earn- 
ings level was too low to provide (with his own re- 
sources) a retirement, disability, or survivor’s benefit 
that will meet his, or his family’s, minimum needs. 

In the 1935 Act there was provision only for retire- 
ment payments. In 1939, however, Congress amended 
the Act to provide payments to survivors of one cov- 
ered by social security, and to certain members of the 
retired individual’s family, with these payments start- 
ing in 1940. 

As disability became clearly another major cause of 
family insecurity, and as it became more definitely an 
insurable risk, disability benefits were added to the 
program with these first being paid in July, 1957. 

With coverage under the first Act limited to 


(Continued on Page 32) 








EXAMPLES OF MONTHLY PAYMENTS 





Average monthly earnings $50 
after 1950! orless $75 $150 $200 $250 $300 $350 $400 

Retirement at 65 
Disability. A $33.00 $45.00 $59.00 $73.00 $84.00 $95.00 $105.00 $116.00 $127.00 
Retired woman worker starting at: 

62 a 26.40 36.00 47.20 5840 67.20 76.00 84.00 92.80 101.60 

Rae Sk ees oe ae 28.60 39.00 51.20 63.30 72.80 82.40 91.00 100.60 110.10 

64... Eoeee 30.80 42.00 55.10 68.20 78.40 88.70 98.00 108.30 118.60 
Retired couple—wife starting at: 

ee Bees ee oe 45.40 61.90 81.20 100.40 115.50 130.70 14440 159.50 174.70 

RE oe Sere oh kPa re ta Be 46.80 63.80 83.60 103.50 119.00 134.60 148.80 164.40 180.00 

64... sate ae: 48.20 65.70 86.10 106.50 12250 138.60 153.20 169.20 185.30 

65 49.50 67.50 88.50 109.50 126.00 142.50 157.50 174.00 190.50 


Widow, surviving child, or 


dependent parent 33.00 33.80 44.30 54.80 63.00 71.30 78.80 87.00 95.30 


Widow and 1 child or 

2 dependent parents 49.60 67.60 88.60 109.60 126.00 142.60 157.60 174.00 190.60 
Widow and 2 children .... ee Br 53.10 67.60 88.60 120.00 161.60 202.40 236.40 254.00 254.00 
Usual maximum family payment?........ 53.00 67.50 88.50 120.00 161.60 202.40 240.00 254.00 254.00 
Single lump-sum death payment........ 99.00 135.00 177.00 219.00 252.00 255.00 255.00 255.00 255.00 


1—In figuring your average, drop out five years of lowest earnings and any period your record was frozen because you were disabled. 
2—In some cases, payments to a family will be a few cents higher than the amounts shown in this line because each person’s benefit is rounded to 
the next higher ten cents. 
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ee Pst. 


Lonvention | ours 


Saturday, July 15: NIGHT-CLUB 
TOUR—Two glamorous nightclubs, 
the Cocoanut Grove and Statler Ter- 
race Room, plus a Hollywood night 
spot. Choice of beverages at each 
stop. Adults only. $10.75. 


Sunday, July 16: LAS VEGAS 
CHAMPAGNE TOUR—Late after- 
noon flight from Los Angeles with 
champagne served aloft. Dinner, 
dancing, a “hit” show, etc., before 3 
a.m. flight back to Los Angeles. 
$24.50. 


Monday, July 17: CATALINA 
ISLAND BY OCEAN STEAMER 
—If 250 members signify interest, a 
ship can be chartered for one day. 
Price subject to number in the group 
but includes bus fare to and from 
harbor. $8.00. 


Tuesday, July 18: DISNEY- 
LAND—Ten-hour trip on chartered 
busses. Price includes admission, 12 
rides, round-trip bus fare. $5.75. 


Wednesday, July 19: CONVEN- 
TION. 


Thursday, July 20: CONVEN- 
TION. 


Friday, July 21: Special NSA 
Home Trust Fund Event. Details to 
be announced. 


Saturday, July 22: CONVEN- 


TION. 


Sunday, July 23: MEXICO CITY 
TOUR — NSA eight-day, post-con- 





by Jo Ann Kwa 


vention tour leaving Los Angeles on 
the day following adjournment. Tour 
includes one-way tourist-class trans- 
portation from Los Angeles on West- 
ern Airlines jet; round-trip flight, 
Mexico City to Acapulco; hotel ac- 
commodations with private bath; 
sightseeing; transportation connected 
with tour; meals; tips for lunches on 
itinerary; cocktail party on night of 
arrival. Single-room basis, $254.20; 
double $210. 


To assure your place on the pre- 
convention tours, please complete 
and mail the reservation form in this 
issue. For post-convention tour, use 
blank in the February issue. Other 
tours will be made available at the 
convention. 





CONVENTION TOURS RESERVATION 


THE NATIONAL SECRETARIES ASSOCIATION 


1961 CONVENTION 


(INTERNATIONAL ) 
Los ANGELES 


PRE-CONVENTION TOURS: Check one or more desired: 


____ Saturday, July 15: NIGHT-CLUB TOUR; $10.75. 
_____Sunday, July 16: LAS VEGAS TOUR; $24.50. 





JULY 19-22 


Monday, July 17: CATALINA ISLAND; $8.00. 
Tuesday, July 18: DISNEYLAND; $5.75. 


Make check payable to “NSA Pre-Convention Tours” for correct total of tour or tours desired. Your canceled check 
will be your receipt. Mail completed form with your check to: 


MRS. JO ANN KIVA, 153 South Avenue 57, Los Angeles 42, California. 
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@ There is no underestimating the 
power, the prestige, and the prob- 
lems of being a good leader. 


Trying to come up with a new 
approach to this well-discussed sub- 
ject of leadership strained my gray 
matter to the utmost! It’s a bit like 
the story of the teacher who in- 
structed her class of youngsters to 
write an essay on “Our Dog.’ When 
she read the resulting masterpieces, 
she noticed that two of them, written 
by brothers, were remarkably similar. 
Cornering one of the boys, she said, 
“This reads almost word for word 
the same as your brother’s story.” 
The youngster looked up at her and 
said, “Well, it’s the same dog!” 


Obviously, all of you know the 
necessary qualities of good leader- 
ship, or you would not be holding 
the offices you now have. You know 
what your duties are, as spelled out 
in your chapter bylaws and, confi- 
dentially, since your election I am 
sure you could add a few more to 
the list—right? 

What, then, would be provocative 
enough to hold your attention, and 
contain something worthwhile to re- 
member? 


The word “leadership” says it all 
—say it slowly and it becomes “lead 
her ship” — which is ‘exactly your 
prime purpose. Too bad the theme 
isn’t nautical instead of musical, for 
I could do a whole bit on that. 
LEAD HER SHIP—NOT DRIVE 
HER SHIP, BUT LEAD HER 
SHIP. I’m sure there are a few of 
you who are almost as old as I am, 
and can remember that mossy say- 
ing, “You can lead a horse to water, 
but you can’t make him drink.” Well, 
secretaries are no different than 
horses—we can be stubborn critters, 
too. 

I should like to pique your imagi- 
nations with a musical picture of 
some types of members you leaders 
might be leading. 


Now, I’m no Leonard Bernstein, 
but here we go: The conductor, or 
leader, raises her baton, which be- 
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comes her gavel, and this is the 
cacaphony of sound which is likely 
to emanate: 


The Violin 

We all know this is the concert- 
master of any symphony orchestra, 
and plays a most important part. 
But, examine this member of the 
chapter orchestra more closely: 
tautly drawn, highly emotional, in- 
clined to become a bit squeaky on 
occasion, and needs plenty of rosin, 
or Tender Loving Care. Her moods 
run from a thrilling basso tremolo to 
an ear-piercing soprano, when she 
really gets “revved up.” She wears 
her hurt feelings like the Legion of 
Honor. 


The Drum 

What leader does not recognize 
this little number among her mem- 
bership? Booming, strident, aggres- 
sive, and often drowning out all 
initiative of others with her over- 
powering personality. Miss Boom- 
Boom! 


The Trumpet 

Here we have the horn, and the 
person it personifies is apt to toot 
same! Can be shrill or sweet—a 
wind instrument in the kindest sense 
of the word. This is the one who is 
likely to name-drop some outstand- 
ing speaker she can come by gratis— 
but as the treasurer sadly writes a 
check for speaker’s fee the morning 
after, we know it was just Blow, 
Gabriel, Blow again. 


The Guitar 

Thank goodness, this is a sort of 
happy-go-lucky member, who plunks 
right along her merry way. However, 
you leaders had better watch her 
carefully, or she will plink-plunk right 
through your beautifully planned 
chapter budget, and you will find 
yourself having to dream up a 
quickie ways and means project to 
balance same! 


The Harmonica 
And here we have Miss Heave-Ho. 
She is continually heaving long- 


suffering sighs, ranging from apathy 
toward including the bosses’ wives in 
any chapter activity (thus cementing 
good public relations) to being firmly 
convinced that the CPS program is 
for everyone except her. She is far 
too busy inhaling and exhaling (sigh, 
sigh) to study. She forgets the 
largest room in the world is the room 
for improvement. 


The Xylophone 
At first listen, this instrument 


would seem fairly well-adjusted— 





Leadership 
Libretto 


by Marjorie Cron 


Past Ohio Division President 


From a speech before the Ohio Division 
Workshop, Columbus, Ohio. 





bouncy, cheerful, chattery—but there 


you have it. She thinks chap- 
ter meetings were created solely to 
pick up gossip, do her knitting or her 
nails, and is the self-appointed clock- 
watcher and whisperer during the 
business meeting. The leader is apt 
to really strain to get through to this 
member. 


(Continued on Page 30) 
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HOW TO SEEM TO WRITE 
AS YOU TALK 


(Continued from Page 5) 


Unnecessarily Long and Com- 
plicated Sentences 


Generally speaking, the reader 
wants short, simple sentences. The 
longer a sentence, and the more com- 
plex, the harder he has to work to 
understand it. 

Of course, this doesn’t mean that 
you should write only short, simple 
sentences. A simple sentence can 
convey accurately only one simple 
fact or idea, and many of the facts 
and ideas you want to communicate 
just aren’t simple. And often it’s 
not only the facts themselves, but 
their relationships, that need to be 
pointed out. If you insist on trying 
to jam complex ideas into simple 
sentences, the best that can happen 
is that they’ll come through in some 
mutilated, approximate form; and if 
you restrict each sentence to one 
idea, the reader is almost certain to 
miss some relationships and—which 
is worse—misunderstand others. 


The human mind is a pretty good 
instrument. As much as the average 
reader likes to be spoon-fed, he can 
figure out a long, complex sentence— 
provided nothing about it but length 
and complexity stand in his way. 
Copy that’s too simple gives your 
reader the impression that you think 
he’s an idiot—and it’s usually pain- 
fully wordy, as well. 

So excessive simplicity can hurt 
you—sometimes more seriously than 
excessive complexity. But it’s hard 
to write too simply, even if you try 
to. The kind of message that one 
adult communicates in writing to an- 
other almost necessarily includes a 
certain number of complex or related 
ideas, which practically demand to 
be expressed in complex (or at least 
somewhat complicated) sentences. 
You seldom have to worry about 
writing too simply, but you do have 
to be on guard against too much 
complexity. 

A little complexity goes a long, 
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long way. The very least you can 
get by with—without oversimplifying 
or otherwise distorting your message 
-—is generally plenty, and any more 
is too much. 

People write with much more com- 
plexity than they need. They present 
independent facts and ideas as if 
they were complex, fairly complex 
ideas as if they were terribly com- 
plex, and really complex ideas so 
nobody can understand them. Unless 
the reader absolutely has to read a 
message like that, he’s likely to toss 
it aside. And if for some reason he 
can’t toss it aside, he’s likely to mis- 
understand at least parts of it—and 
he may miss the whole point. 


Unnecessarily Long, Formal, or 


Unusual Words 


The writer of our sample memo 
has made life unnecessarily compli- 
cated for his readers by his choice of 
words. For example: 


More rapid instead of quicker (but 
the writer really meant more 
prompt). 

Liquidation instead of payment. 

Currently outstanding instead of 
nothing at all. 


Maintain instead of keep (but the 
writer really meant build). 


More effective instead of better. 
Relationships instead of relations. 


Vendors instead of sellers or sup- 
pliers. 


Personnel instead of employees 
(but neither of these is really de- 
sirable, and neither will get into our 
rewrite) . 

Hereafter instead of from now on. 

Requisitions instead of requests. 

Recognized instead of known. 

Heretofore instead of nothing at 
all. 

Adhered to instead of followed. 

However instead of but. 

Certain instead of some. 

Believed instead of thought. 

Hereafter instead of from now on 


(but the writer really meant always). 

Now in this area, too, it’s possible 
to go overboard: Disregard anyone 
who tells you never to use a long, 
hard, unusual word. Simplicity is as 
desirable and important in words as 
it is in sentences, but sometimes the 
simpler of two “synonyms” just 
doesn’t say what you mean. Some- 
times the harder one is more accu- 
rate, or more forceful, or more eco- 
nomical; then you have to decide 
whether it’s worth what it would cost 
you, and use it if you decide that 
it is. 

Simplicity isn’t the only writing 
virtue, but it is tremendously impor- 
tant and desirable, and you should 
never lose it without a good reason. 
Always use the easiest of two or more 
words that would convey your mean- 
ing equally well. 


This, of course, our memo-writing 
friend failed to do. True, many of 
his “Hard” words are only relatively 
hard; unquestionably, everyone who 
got the memo understood them per- 
fectly. The point is that he used 
harder words where easier words 
would have told his story just as 
well, and so threw up needless bar- 
riers between himself and his readers. 


Failure to Use Usable Pronouns 


Many otherwise good writers 
weaken their memos and make them 
much more difficult than they have 
to be because they have a strange 
fear of using pronouns. Just because 
he didn’t want to say “I” or “we,” 
for example, the writer of this memo 
was forced to resort to such distor- 
tions as these: 


It would be appreciated if... 

It is recognized that . . . 

It is believed that .. . 

There will be a valuable saving of 
time... 


This form, which we might call the 
‘impersonal introduction,” almost 
always detracts from the strength of 
a sentence. It’s a round-about way 
of saying something that you can say 
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with fewer words just by using a pro- 
noun and saying it directly. 


Maybe one of these impersonal in- 
troductions in a hundred won’t hurt 
your memo very much; maybe one in 
a couple of hundred will let you ex- 
press an idea a little more smoothly 
or subtly than you could express it 
otherwise. But they rarely do much 
good, they usually hurt, and they 
often hurt very badly. Probably the 
best rule is to leave them out when- 
ever you can and go back to making 
direct statements and using good, 
straightforward pronouns where they 
are needed. 


Passive Verbs That Should Have 
Been Active 

This is often related to the point 
we’ve just discussed. Because a 
writer shies away from pronouns—or 
because he thinks it sounds more im- 
portant—he turns his _ sentences 
around and uses passive verbs in- 
stead of active ones (would be appre- 
ciated, is recognized, has been ad- 
hered to, etc.) 


Sometimes—especially when what 
is done is much more important than 
who does it, when who does it doesn’t 
matter at all, or when who does it 
goes without saying—you should use 
the passive voice. 


But in any other kind of sentence, 
the passive voice is likely to make 
you sound prissy, aloof, timid, or 
condescending, or maybe a combina- 
tion of these. And if you’re typical, 
you use it far too often. 


Club-Member Phrases 

Club-member phrases are the long- 
winded, pompous, roundabout word 
combinations that writers seem to 
use for no other reason than that 
other writers use them. The rewritten 
version of this memo will get rid of 
such club-member phrases as these: 
in order that, personnel in all divi- 
sions, in most cases, due to. (You 
may also object to due to on the 
grounds that it’s grammatically in- 
correct, but we don’t have to fight 
the grammatical battle here. Just the 
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fact that it’s a club-member phrase 
and serves no purpose is reason 
enough to get rid of it.) 


Mutilated Verbs 


Verbs are to language as engines 
to planes: They provide the neces- 
sary motive power. Some _ verbs 
measure their power in hundreds of 
horses, others in fractions. And when 
you want to fly, you’d better give 
your language airplane-type engines, 
not the kind you’d stick on a row- 
boat. 


Your memos and letters will never 
get off the ground if you (1) take 
potent verb ideas; (2) twist them 
into nouns; and (3) hitch them to 
puny, undernourished verbs that can 
hardly lift their own weight. And in 
addition, you’ll add many words to 
your copy when you do this. 


Every one of the verbs that is 
missing from this memo would have 
helped it. The author twisted occur 
into occurrence, save into saving, 
avoid into avoidance. He also twisted 
pay into liquidation and improve 
into more effective, hitching the first 
to achieve and the second to main- 
tain, thereby building the club- 
member phrases achieve liquidation 
of and maintain more effective. In 
these cases—as always when a verb 
is twisted or is mutilated—he traded 
better, stronger verbs for poorer, 
weaker ones. 


Unnecessary, Obtrusive 
Repetitions 


The writer of our sample memo 
unnecessarily repeated several words 
and phrases—hereafter, process, pur- 
chase requisitions, purchasing de- 
partment—achieving a most unpleas- 
ant effect. 

But not only that: In his last 
eleven words he unnecessarily re- 
peated an entire idea that should 
have been quite clear already. And 
this is the kind of repetition that 
really hurts a memo. 

If you’re typical, you repeat much 
more, and much more often, than you 


should. You can break the habit 
fairly easily once you’re aware of it. 


ELIMINATING THE FAULTS 

Now we’re ready to go back to the 
original memo. Having broken these 
seven bad habits, our friend might 
have written his memo this way: 


So we can pay our bills more 
promptly, and thus improve rela- 
tions with our suppliers, will 
everybody from now on please 
process all purchase requests 
through the purchasing depart- 
ment. 


I know this is how we’ve usually 
done it—but sometimes we haven’t. 
And I think we'll save valuable 
time and avoid duplication if we 
do it always. 


This is still not a perfect memo by 
any means. For one thing, its organ- 
ization, which we haven’t changed, 
leaves much to be desired. Even in 
something as short as this, it’s best 
to come to the point immediately, 
and this author backed into his 
memo with an idea that’s secondary, 
at best. 


By putting first things first, he 
might have written: 


From now on, please be sure to 
process all purchase requests 
through the purchasing depart- 
ment. 


This procedure hasn’t always 
been followed in the past, but by 
making it a rule we can save time, 
avoid duplication of effort, and 
keep our suppliers happy by pay- 
ing our bills promptly. 

But we aren’t concerned here with 
literary values or excellence of style. 
We’re concerned only with how to 
make your writing sound friendly 
and natural—how to seem to write 
as you talk. This doesn’t require the 
skill of a Hemingway; anyone can do 
it simply by getting rid of a few bad 
writing habits. The rewrite, what- 
ever its faults, does make its point 
clearly and naturally—and the only 
reason is that seven agents of arti- 
ficiality have been eliminated. 
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LEADERSHIP LIBRETTO 
(Continued from Page 27) 


Well, do I have any friends left? 
I should have, for I was speaking of 
rare types you might find in other 
groups—NOT in NSA. 


We’ve had a lot of fun, and cer- 
tainly no offense was meant. Now, 
I am going to recapitulate, and show 
you just how you leaders can use 
such mythical members to good ad- 
vantage. Believe it or not, each one 
has her proper niche. It is simply up 
to you, the leaders, to find it. 


The Violin 


Taut, emotional, bruise easy? To 
help her to “heal quick,” I would 
suggest that the leader call upon 
every ounce of patience and endur- 
ance within herself to help this mem- 
ber. Make a private luncheon date 
with her, call her for a movie, give 
her a little TLC. She may be carry- 
ing memories of a personal tragedy 
in her background, and/or have a 
current cross to bear, and your bit of 
extra kindness might be just the pre- 
cipitation needed to evolve a whole 
new personality. The leader who 
learns how to tune her up, how 
tightly to draw the bow, will be re- 
warded by the sweetest and most un- 
forgettable music ever heard. 


The Drum 


Miss Boom-Boom! Yes, she is 
overpowering at times, but she is also 
basically strong, solid and depend- 
able. You know you can pick up a 
telephone and say you need some 
help quickly in organizing a tea, or 
getting out some last-minute notices, 
and in her own hearty way she will 
step right in and beat the drum for 
you! 


The Trumpet 

Here is the perfect extrovert for 
chairman of your Fellowship Com- 
mittee, or calling on ill members, or 
gathering bits of fluff for your bulle- 
tin. She loves to talk, we know that, 
so use that asset to good advantage. 
She might also make a good chair- 
man of your Speakers Bureau. True, 
her efforts will have to be carefully 
and diplomatically channeled by you 
leaders. 
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The Guitar 


Remember Miss Plink-Plink? She 
doesn’t “Tiptoe thru the Tulips’— 
but she “Blasts the Budget” in short 
order. The perfect spot for her is 
making her chairman of your Ways 
and Means Committee. I guarantee 
that after she has chaired a big card 
party, sold Christmas cards and 
perhaps a few thousand cans of pea- 
nut crunch, she will have a little 
healthier respect for money, and how 
to spend it wisely. 


The Harmonica 

She doesn’t know it, but her sigh- 
ing days are over. To change that 
negative habit into a “think positive” 
attitude, I would suggest some addi- 
tional responsibility. Make her co- 
chairman of a CPS Study Club with 
a member who is particularly enthu- 
siastic and progressive, and some of 
that glow is bound to rub off, through 
togetherness. The added importance 
may cut down on the sighing time, 
and the co-chairman is your insur- 
ance that the job will be well done, 
in any event. 


The Xylophone 

So, the business meetings bore 
her? She would rather chit-chat? 
Let’s appoint her as a reporter for 
the chapter bulletin to cover the 
BUSINESS MEETINGS. She will 
be so busy taking notes and remem- 
bering who said what, she won’t have 
time for chatter. Her interest in the 
business end of running a chapter 
should increase, and she may find 
the gentle art of listening very worth- 
while. 


These characterizations may have 
been a bit over-drawn, and certainly 
I have no magic cure-alls for these 
types. In fact, we know they don’t 
sound much like NSA members, do 
they? Probably belong to some other 
organization altogether. But, just 
in case you should come in contact 
with any such personalities, perhaps 
my similies will strike a responsive 
chord. 

Remember that shoulders that 
take on responsibility have no room 
for chips, and a sense of humor is 
worth more than all the gold buried 
in Fort Knox—and much more 
useful. 





New Products and 
Methods for Secretaries 








AUTOMATIC STAPLER 


The model S-54 stapler is said to 
mechanically staple as many as 25 
sheets of regular stationery. Write 
Staplex Company, 777 Fifth Avenue, 
Brooklyn 32, New York. 





FILE-DRAWER DIVIDERS 


Improved file-drawer dividers of heavier 
metal and sturdier, re-engineered de- 
sign and increase file drawer space. 
Write Div-I-Dex, Cel-U-Dex Corpora- 
tion, New Windsor, Newburgh, New 
York. 
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3-WAY OUTLET 

A solution to the electrical outlet shortage problem is this 
3-way outlet which can be extended to any work area. 
Cord extends to desired length up to fifteen feet, and 
automatically retracts. Write Cordomatic, Dept. B, 17th 
and Indiana Avenue, Philadelphia 32, Pennsylvania. 





CIRCULAR SLIDE RULE FOR 

ENGINEERING SECRETARY OR BOSS 

Anyone who must perform simple calculations can use 
this pocket-size slide rule. Operation is simple and re- 
sults are accurate. Easy-to-follow instructions included. 
Write General Industrial Company, 1788J Montrose Ave- 
nue, Chicago 13, Illinois. 





ELECTRIC ERASER 


Erases pencil, ink, type lines or solid blocks electrically, 
operating on 115 volt, 60 cycle a.c. motor. Write Silver 
Bells Limited, Box 982, Carmel, California. 
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INTEREST AND MORTGAGE TABLES 
What is the monthly payment due on a 414%, 12-year, 


$8,300.00 mortgage? If you deal with mortgage and in- 
terest payments you will find this marginally indexed 
book invaluable. Available at book and stationery stores 
or write Ottenheimer Publishers, Inc., 4805 Nelson Ave- 
nue, Baltimore 15, Maryland. 














ALL PURPOSE CUTTER 


A combination scissors and knife, “Snippy” cuts paper, 
textiles, cardboard, string, and similar materials. Con- 
structed of plastic and equipped with exchangeable stand- 
ard razor blade with safety locking device. Write Alvin 
& Company, Inc., 611 Palisado Avenue, Windsor, Con- 
necticut. 





PHOTOCOPIER 
Designed for copying originals up to 18 inches wide by 
any length. Little or no exposure adjustment necessary 
to reproduce from pen, pencil, typewritten, or drawn 
copy. Write Copease Corporation, 425 Park Avenue, New 
York 22, New York. 


Page 31 








25 YEARS OF SOCIAL SECURITY 
(Continued from Page 25) 


“workers in commerce and industry,” only about sixty 
per cent of the earners were covered. Over the years 
more groups have been brought under social security 
until today over ninety per cent of those who earn a 
living are protected by the program. 

The social security tax, which is really a form of 
insurance premium, started at one per cent of the first 
$3,000 of earnings in a year, for the employee, with a 
matching amount paid by the employer. The first Act 
called for an increase in the tax rate each three years 
until it would reach a maximum of three per cent in 
1949. Congress, however, froze the rate during the 
1940’s, permitting the first increase in 1951. The pres- 
ent rate of three per cent by an employee and by 
employer on the first $4,800 of earnings in a year will 
reach a maximum of four and one-half per cent in 1969. 

The old-age, survivors, and disability insurance sys- 
tem is backed by a trust account which has assets 
slightly in excess of $20 billion. The prospective in- 
come and outgo for the system is in balance, with this 
trust account to pick up the slack in periods of low 
employment when the system’s income may be 
diminished. 

As women workers in the U. S., you are building 
toward a retirement fund under social security for your 
own later years. In addition, those of you who are 
raising families are providing them with a real measure 
of insurance protection in the event of your death. 
And, of course, you have social security protection in 
case you become too disabled to work. 

There is a social security office in or near the 
city where you live. That office will be glad to furnish 
you with a pamphlet telling the social security story 
more fully. In addition, you may obtain a postcard 
form (OAR-7004) for use in checking on the standing 
of your own social security account. Actually, the 
Social Security Administration recommends that you 
do this every three or four years to be sure that you 
are getting the social security credit for which you 
are paying. 









A good and efficient secretary who must place her 
boss in Pittsburgh will write or wire ahead for a 


Just write, teletype (PG 253), or 
wire collect to: 
PAULSEN 
WEBSTER HALL ~ 
PITTSBURGH 13, PA. oO ea TTT — 





and mention ‘‘Priority’’ Reservation in your letter, aie or telegram 
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Curl-Resistant 
CARTER’S CARBONS 


BUCCANEER, IDEAL, MIDNIGHT, 
SILVER CRAFT. So curl-resistant you’d think 
we flattened them with a rolling pin. Lie 
flat, feed flat, and type a “printed”’ look. Clean, 
long wearing, too. If it makes your job easier, 
it must be Carter’s! At your favorite Stationer 
or Office Equipment Dealer. 





@ THE CARTER'S INK COMPANY * CAMBRIDGE 42, MASSACHUSETTS 














= CLAR-D-TYPE 





Handy dauber whisks away dirt and 
lint in seconds — no spattering! 
Non-inflammable; slow-evaporating, 
hence economical. Look 
., for the attractive new ¢ 
orange-and-blue carton. 
4 CLAR-O-TYPE makes 
typewriter type sparkle. 























NO CARBON-TETRACHLORIDE 


69¢ at all stationers and typewriter dealers 
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INDIANA DIVISION MEETING 
Evansville 
April 7-9, 1961 


KANSAS DIVISION MEETING 
Ripley Hotel, Newton 
April 15-16, 1961 


SECRETARIES WEEK 
April 23-29, 1961 


SECRETARIES DAY 
April 26, 1961 


OKLAHOMA-ARKANSAS 
DIVISION MEETING 
Fort Smith 

April 29-30, 1961 


CERTIFIED PROFESSIONAL 
SECRETARY EXAMINATION 
May 5-6, 1961 


HAWAIIAN HOLIDAY 
FOR SECRETARIES 
July 23, 1961 


HOLIDAY IN MEXICO 
July 23, 1961 


1961 INTERNATIONAL CONVENTION 


Los Angeles, California 


July 19-22, 1961 


Division Presidents are requested to advise the editor imme- 
diately of the dates, city, and hotel of their 1961 division meeting. 





Now, end “Carhon-Paper Cuffs” 
Everlasting Carbon Transfer Tissue by Remington Rand 


last three times as long as ordinary carbons ... one 
weight and one finish will do over 90% 
of all type jobs on manual or electric 


Now, wear long-sleeved white blouses to work without 


worrying about old-fashioned, smudge- 
pot carbons. 


For revolutionary Everlasting Carbon 
Transfer Tissues produce copies that are 
clean to handle—truly smudge-proof. 


So easy te work with, too! They lie flat! 
Stav fiat! Never slip in your typewriter! 


How to get them? Just tell your boss that 
Everlasting Carbon Transfer Tissues 


Send for your free Everlasting 
Carbon samples today. 


with Smudge-Proof 


typewriters . . . make clearer, crisper 
copies—slash inventories too! 2 

So go ask your boss...and 4 

look beautiful all day long! 


DIVISION OF SPERRY RAND CORPORATION 
315 Park Avenue South New York, N. Y. 








